
Travel Clearance Request 

Date: [Insert Date] 

To, 

[Recipient's Name] 

[Designation] 

[Department/Organization Name] 

[Address] 

Subject: Request for Travel Clearance 

Dear [Recipient's Name], 

I am writing to formally request travel clearance for my upcoming trip scheduled for [insert 

travel dates] to [insert destination]. The purpose of this travel is [insert purpose]. 

All necessary documentation, including travel itinerary and any required approvals, is attached 

for your review. I assure you that I will comply with all departmental guidelines and protocols 

during this trip. 

Kindly grant the necessary clearance at your earliest convenience, as it would immensely help 

me in planning further arrangements. 

Thank you for considering my request. I look forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Designation] 

[Your Department/Organization Name] 

[Your Contact Information] 


